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FOUO - PRIVACY SENSITIVE WHEN FILLED IN
AUTHORITY:  10 U.S.C. 5013, Secretary of the Navy; 10 U.S.C. 5041, Headquarters, Marine Corps; 10 U.S.C. 1074f, Medical Tracking System for Members Deployed Overseas; 32 CFR 64.4, Management and Mobilization; DoD Dir 1215.13, Reserve Component Member Participation Policy; DoD Instruction 3001.02, Personnel Accountability in Conjunction with Natural and Manmade Disasters; CJCSM 3150.13B, Joint Reporting Structure Personnel Manual; DoD Instruction 6490.03, Deployment Health; MCMEDS: SECNAVINST 1770.3D, Management and Disposition of Incapacitation Benefits for Members of the Navy and Marine Corps Reserve Components (Renamed Line of Duty(LOD)); and MCO 7220.50, Marine Corps Policy for paying Reserve Marines; and E.O. 9397 (SSN), as amended.
PRINCIPAL PURPOSE    To assemble in one system information to provide government agencies with: (1) Necessary information on the commercial travel and transportation payment and expense control system which provides travelers charge cards and the agency an account number for official travel and related travel expenses on a worldwide basis; (2) attendant operational and control support; and (3) management information reports for expense control purposes.  The information collected on this form will be filed within a Privacy Act Systems of Records collection governed by Privacy Act System of Records Notice M01040-3, which can be downloaded at http://dpclo.defense.gov/Privacy/SORNsIndex/DODComponentArticleView/tabid/7489/Article/6774/m01040-3.aspx. 
In accordance with the Privacy Act of 1974 (Public Law 93-579), this notice informs you of the purpose for collection of information on this form.  Please read it before completing the form.
RETENTION AND SAFEGUARDS:  Login to systems and network requires use of the DoD Common Access Card (CAC). Public Key Infrastructure (PKI) network login may be required to allow for documents to be digitally signed and encrypted and/or the receiving of encrypted mail. Official users without issuance of a CAC must use the Total Force Administration System Marine On-Line (TFAS MOL) web portal to access the system. The TFAS MOL account holders are authenticated and provided access after registering for an account and use a user name and strong password login verification. Access to server rooms is strictly controlled by the hosting facility personnel. At a minimum, cipher locks, access rosters, sign-in sign-out procedures, escort and supervision of all maintenance personnel and physical security checks are provided on a routine basis. Physical security of buildings after normal working hours, are provided by independent security guards or military police.
ROUTINE USES:  To various officials outside the Department of Defense specifically identified as a Routine Use in Privacy Act System of Records Notice M01040-3 for the stated specific purpose in addition to those set out in the blanket routine uses established by the Department of Defense Privacy Office and posted at 
http://dpclo.defense.gov/Privacy/SORNsIndex/BlanketRoutineUses.aspx.
DISCLOSURE:  Providing information on this form is voluntary. However, failure to furnish personally identifiable information may negate the application.
PRIVACY ACT STATEMENT
COMMANDING OFFICER'S SCREENING / INTERVIEW GUIDE FOR SPECIAL DUTY ASSIGNMENT (1326)
COMMANDING OFFICER'S SCREENING / INTERVIEW GUIDE FOR SPECIAL DUTY ASSIGNMENT
Background.  This checklist is comprised of three columns which list the screening requirements for Recruiting duty, Drill Instructor duty, and Combat Instructor duty.  Marines may be screened for multiple special duty assignments concurrently; however, only one column is required to be completed.  Career Planners should line out the columns which will not be applicable to the Marine's request.  Refer to MCO 1326.6_ for the Marine Security Guard and Marine Corps Security Forces checklists.
 
Action.  A copy of the completed Commanding Officer's Screening / Interview Guide, Financial Worksheet, and medical / dental records will accompany the Marine along with his / her travel orders during the Marine's transfer to the Special Duty Assignment School.  Sixty days prior to transfer, the Commanding Officer will re-certify that the Marine is still qualified for assignment to Special Duty.  The Marine's command will contact the CMC (MMEA-25) via Naval Message when there is a change in the Marine's status.  Upon request, certain criteria may be waived by the CMC (MMEA).
10. Special Duty Assignment and Class Number Preferences  (RCTR, DI-E, DI-W, SOI-E, SOI-W)
1. Rank
2. Name (Last, First, Middle)
3. EDIPI
4. MOS
5. MCC
6. RUC
7. Unit Name
8. Phone
9. Career Planner Name
11. Class Assignment Information (To be completed upon SDA approval)
12. Modification Messages (If applicable)
13. New Class Assignment Information (If a modification has been approved)
14. Recertification Information (To be completed 60 days prior to report date for SDA school)
15.  SNCOIC Screening.  Items 15a through 15o will be completed by the Marine's SNCOIC.  SNCOIC Signature is required.
EDIPI
Name
Rank
Pre-Requisite
Remarks
Recruiting
Drill Instructor
Combat Instructor
a. Core Values
Marine thoroughly embraces and exemplifies our core values and leads by example. Marine also demonstrates sound integrity and judgment.  
Initial Screening
Recertification
Initial Screening
Recertification
Initial Screening
Recertification
b. High School Grad or Equivalency
Marines should have an educational background equal to that of the majority of the applicants, recruits, or entry level Marines whom they will be interviewing, instructing or training.
Initial Screening
Recertification
Initial Screening
Recertification
Initial Screening
Recertification
c. Communications	
A Marine who stutters or has other speech impediments should not be assigned to recruiting duty.  Recruiters School cannot teach a Marine to become an articulate, logical speaker.  Marines should be able to converse in a clear manner.  A recruiter should be persuasive and personable, and should feel comfortable among strangers.
Initial Screening
Recertification
Must be 90 or above. (May be waived by MMEA, HQMC)
 
Does Not Apply to Drill Instructor Duty
Does Not Apply to Combat Instructor Duty
d. GT Score
Must be 90 or above. (May be waived by MMEA, HQMC)
 
***Attach waiver if required***
Initial Screening
Recertification
Initial Screening
Recertification
Initial Screening
Recertification
e. Disciplinary record and drug or alcohol related incident(s)	
a. Courts-Martial: No court-martial. A court-martial conviction may be waived by CMC MMEA-25 if 60 or more months have elapsed since the offense.   b. NJP: Not more than 2 NJP's in the last 60 months preceding the class reporting date. No NJP's in the last 24 months preceding the class reporting date. (Potential Recruiters may not have more than 1 NJP in the last 12 months)   c. Page 11 entries: No adverse page 11 entries (i.e., MARCORSEPMAN para 6105 counseling) in the last 24 months preceding the class reporting date. (not applicable to Recruiting)   d. Drug and Alcohol: No drug related incidents. No alcohol related incidents within the last 36 months (24 months for Recruiting Duty) preceding the class reporting date.  A waiver must be requested from CMC MMEA-25.  
Initial Screening
Recertification
a.
b.
c.
d.
d.
c.
b.
a.
Initial Screening
Recertification
a.
b.
c.
d.
d.
c.
b.
a.
Initial Screening
Recertification
a.
b.
c.
d.
d.
c.
b.
a.
f. Motor Vehicle License
The potential recruiter must have a valid civilian driver's license .  The potential recruiter who is under the age of 26 must complete a Driver Improvement Course (DIC) prior to reporting to Recruiters School.  (NOT WAIVERABLE) 
Initial Screening
Recertification
EDIPI
Name
Rank
Pre-Requisite
Remarks
Recruiting
Drill Instructor
Combat Instructor
g. Presence of mind	
Marines being considered for special duty assignments should possess a calm demeanor during stressful situations.
Initial Screening
Recertification
Initial Screening
Recertification
Initial Screening
Recertification
h. Stable Family
a. The Command verified that this Marine is not currently enrolled in any command-directed Family Advocacy Program.
 
b. Divorce/Separation. Divorce or Separation standing alone does not disqualify someone for assignment to SDA. However, a Marine is not qualified when his/her bonafide separation/divorce/custody proceedings will foreseeably interfere with meeting all SDA School training schedule requirements. 
 
c. The Marine is / is not currently separated or undergoing divorce proceedings.
Initial Screening
a.
b.
c.
Recertification
a.
b.
c.
Initial Screening
a.
b.
c.
Recertification
a.
b.
c.
Initial Screening
a.
b.
c.
Recertification
a.
b.
c.
i. Financially responsible
The Marine has demonstrated an ability to manage personal financial management with maturity and judgment and has not filed for bankruptcy in the past 24 months. The Marine should have approximately: - $550.00 net available funds for DI duty  - $800.00 net available for Recruiting Duty - $500.00 net available for MCSF/SOI (including SDA pay) after completing the Commanding Officers Financial Worksheet.   
Initial Screening
Recertification
Initial Screening
Recertification
Does Not Apply to Combat Instructor Duty
j. Family Status
Commanders should consider this requirement equally important to the individual Marine's fitness for duty.  Consideration must be given to serious physical conditions or abnormalities which require specialized medical treatment, dental treatment or specialized training not likely to be available without considerable cost to the Marine.  Ultimate assignment will consider any special requirements of the Marine's family.  Exceptional Family Member Program (EFMP) status does not necessarily disqualify a Marine for special duty.  Each EFMP Marine screened will be approved by CMC (MMEA-26) prior to assignment.
Initial Screening
Recertification
Initial Screening
Recertification
Initial Screening
Recertification
k. Family Members
This should be viewed as a precaution to avoid potential financial hardships.  Most recruiting stations and substations are far removed from military installations.  The recruiter may not have immediate access to commissaries, exchanges, base quarters, and free medical care.  (Can be waived by MMEA.  Number of family members should only be a disqualifier if financial instability occurs as a result.) Max for Sgt and Below is 2 and SNCO's is 4.
Initial Screening
Recertification
Does Not Apply to Drill Instructor Duty
Does Not Apply to Combat Instructor Duty
EDIPI
Name
Rank
Pre-Requisite
Remarks
Recruiting
Drill Instructor
Combat Instructor
l. Family Care Plan
 
 (IAW Ref MCO 1740.13_ all Marines are required to have a Family Care Plan in place as per encl 1 of the reference.)
 
A single parent may request or be assigned to Recruiting duty.  Requests and qualification must include a certified copy of their plan for child care while attending school and during the subsequent 36 month assignment on recruiting duty.  Final approval and assignment of eligible single parents resides with the Marine Corps Recruiting Command.  Single parents must be able to execute orders to assignments that support the needs of the command.  Disenrollment from Recruiters School or disqualification for recruiting duty as a result of an “uncertifiable” child care plan will result in the assignment of a draw case code and may affect future retention and assignments.
Initial Screening
Recertification
Is the Family Care Plan
current?
current?
Is the Family Care Plan
m. Joint Household
Both members must meet the TOS requirements in accordance with current Marine Corps Personnel Assignments policy to be qualified for Recruiting duty.
Initial Screening
Recertification
Does Not Apply to Drill Instructor Duty
Does Not Apply to Combat Instructor Duty
n. Tattoos   (Submit pictures of any questionable tattoos to DC M&RA via TFRS per current guidelines) 
The Marine does not have: Excessive or Offensive tattoos, body piercings, or any other markings that could be construed as inconsistent with Marine Corps Uniform Regulations. (LIST ALL TATTOOS AND LOCATIONS) 
Initial Screening
Recertification
If the Marine has questionable tattoos; submit a Tattoo Screening Request via TFRS.
Initial Screening
Recertification
If the Marine has questionable tattoos; submit a Tattoo Screening Request via TFRS.
Initial Screening
Recertification
If the Marine has questionable tattoos; submit a Tattoo Screening Request via TFRS.
o. Grade Requirement
Sergeant through Gunnery Sergeant with exceptions as listed.  Specific SDA requirements listed below: 
 
- Recruiting:  Voluntary applications for Corporals and Master Sergeants will be considered on a case-by-case basis.  Corporals must be  22 years old;  with no more than one child; 2 years TIG; 4 years TIS; completed NCO nonresident course; and have 4.6/4.6 average PRO/CON marks in service.  
 
- Drill Instructor:  Gunnery Sergeants must have completed a previous successful tour as a Drill Instructor or be volunteers.
 
- Combat Instructor: Corporals must have one year TIG by the report date, completed Corporals Course and minimum PRO/CON average in service of 4.4/4.4 
Initial Screening
Recertification
Waivers for PRO/CON marks, TIG, TIS will be considered on a case-by-case basis by MMEA, HQMC.
Initial Screening
Recertification
Initial Screening
Recertification
16. SNCOIC Printed Name and Rank
17. SNCOIC Signature
18. Date Completed
current?
Is the Family Care Plan
Recertification
current?
Is the Family Care Plan
Initial Screening
current?
Is the Family Care Plan
Recertification
current?
Is the Family Care Plan
Initial Screening
EDIPI
Name
Rank
19.  S-3 Screening.  Items 19a through 19d will be completed by the Unit Training Chief or Officer.  Signature is required.
Pre-Requisite
Remarks
Recruiting
Drill Instructor
Combat Instructor
a. Height and Weight Standards
The Marine must be within the Marine Corps height and weight standards IAW MCO 6110.3.  No unresolved history of assignment to weight control or personal appearance program is authorized.     ***Ht/Wt/BF entered on this sheet MUST be completed on the same day as the Training Chief or Officer signature.  Ht/Wt from previous training events are NOT acceptable.
Initial Screening
Recertification
If over max weight attach  ht/wt/bf worksheet which includes all required measurements.
Initial Screening
Recertification
If over max weight attach  ht/wt/bf worksheet which includes all required measurements.
Initial Screening
Recertification
If over max weight attach  ht/wt/bf worksheet which includes all required measurements.
b. Physical Fitness Test
- Recruiting:  Must score a third class or better no more than 60 days prior to date of detachment.
 
- Drill Instructor:  The Marine experiences no difficulty in passing the PFT/CFT. Students participate in a rigorous PT program. Ankle, knee, or back problems will be aggravated. Marines should score a minimum of a first class PFT within 60 days of the detachment date.
 
- Combat Instructor:  The Marine experiences no difficulty in passing the PFT/CFT. Students participate in a rigorous PT program. Ankle, knee, or back problems will be aggravated. Marines should score a minimum of a second class PFT within 60 days of the detachment date.
Initial Screening
Recertification
Minimum 3rd Class
Initial Screening
Recertification
Minimum 1st Class
Initial Screening
Recertification
Minimum 2nd Class
c. Swim Qualification
A Marine's combat water survival qualification must be current and at a minimum of Water Survival Basic.  Water Survival Basic qualification is a graduation requirement.  Waivers must be in the Marine's MCTFS record in order to be accepted. 
Initial Screening
Recertification
Initial Screening
Recertification
Initial Screening
Recertification
d. Annual Training
The Marine is required to complete required annual training prescribed by CMC prior to detaching.  Waivers must be in the Marine's MCTFS record in order to be accepted.
 
Initial Screening
Recertification
Initial Screening
Recertification
Initial Screening
Recertification
22. Date Completed
21. Training Chief or Officer Signature
20. Training Chief or Officer Printed Name and Rank
EDIPI
Name
Rank
23.  Medical Officer Screening.  Signature is required.
a.  Pre-Requisite:  The Marine must be medically fit. The Marine must be off any medication prescribed by a physician for at least one year.  Once a Marine receives orders a physical exam must be conducted within 12 months of the class reporting date.  DD forms 2807 and 2808 must be completed.  A medical officer will certify in block 74a of DD form 2808 that the Marine is physically qualified for the specific duty he/she is requesting.  Commanding Officers will personally screen the Marine's medical record.  All special duties are high stress environments.  Any medically documented problems related to hypertension or migraine headaches are disqualifying if the Marine is currently on medication.  Additionally, any medical documentation indicating problems with stress or psychological dysfunction may be disqualifying and must be identified.  Marines found unqualified for these reasons may be directed by HQMC to appear before a Physical Evaluation Board (PEB) to determine worldwide assignability.
PHA is sufficient for initial screening; however, a complete physical (as annotated above) must be completed prior to recertification.
Per MarAdmin 586/12:
1. A professional mental health evaluation will be directed when any of the following conditions are met during the initial screening or final certification.    a. Any disqualifying condition listed in SECNAVINST 5510.30_ and MANMED (NAVMED P-117) Chap 15, Art 15-58 psychiatric and behavioral disorders.     b. Any history of psychiatric hospitalization, to include drug or alcohol rehabilitation.    c. Any history of outpatient mental health treatment.    d. Any history of psychotropic medication for treatment of a mental health condition.2. During all initial screenings, Medical Officers will review records and conduct a personal interview to determine if a mental health evaluation by a mental health profession is deemed appropriate per the above guidelines.  Mental health professionals who conduct evaluations based on the above guidelines will make a determination for special duty assignment using clinical judgment to determine suitability.  During final certification, Medical Officers will confirm there has been no change in status from the initial screening.
 
Requested SDA	
Additional Remarks
Initial Screening
Recertification
Recruiting Duty
If applicable, ensure PDHRA is completed prior to recertification.
Drill Instructor Duty
1. All Marines are expected to be physically fit in order to meet the physical rigors of DI School.  Which rigors include conditioning runs and  hikes, upper body training and negotiating both the obstacle course and the circuit course. 
 
2. The majority of drops from DI School are due to Marines re-injuring previous injuries.  Marines with previous shoulder, back, and/or lower extremity injuries are at risk. 
 
3. Previous injuries are not disqualifying but students must be completely healed and back to full strength before coming to DI School.
Combat Instructor Duty
There are no injuries or conditions that will inhibit the Marine from successfully and continuously leading  or participating in conditioning hikes, conditioning runs, upper body training, negotiating obstacle  courses, or participating in combat-related full-contact training.
26. Date Completed
25.  Initial Screening - Medical Officer Signature
24. Initial Screening - Medical Officer Printed Name
29. Date Completed
28. Recertification - Medical Officer Signature
27. Recertification - Medical Officer Printed Name
EDIPI
Name
Rank
30.  Dental Officer Screening.  Signature is required.
Pre-Requisite
Remarks
Recruiting
Drill Instructor
Combat Instructor
a. Dental Qualification
The Marine must be dentally qualified (Class I or II).  Marines considered permanently Dental Class II IAW current NAVMED are qualified for the purpose of this Order.  Dental examinations must be conducted within 6 months of class reporting date.  Because of the time constraints in the training schedules, a Marine requiring excessive dental treatment would miss valuable training.  More importantly, since this Marine may be far removed from a Government supported medical facility; dental problems may translate into an increased financial burden.  Do not detach a Marine who is less than Dental Class II.
Initial Screening
Recertification
Initial Screening
Recertification
Initial Screening
Recertification
33. Date Completed
32. Initial Screening - Dental Officer Signature
31. Initial Screening - Dental Officer Printed Name
36. Date Completed
35. Recertification - Dental Officer Signature
34. Recertification - Dental Officer Printed Name
37.  Career Planner Screening.  Items 37a through 37c will be completed by the Unit Career Planner. Signature is required.
Pre-Requisite
Remarks
Recruiting
Drill Instructor
Combat Instructor
a. Minimum Obligated Service Requirement
Marines must have a minimum of 36 months of active service from the graduation date of the SDA school.
 
 
***Copy of DD 4 or NAVMC 321A attached to re-cert checklist if not ran on Unit Diary***
 
Initial Screening
Recertification
Initial Screening
Recertification
Initial Screening
Recertification
b. Age Requirement
Must be between 22 and 37 years old when reporting to DI school. 
(May be waived by MMEA, HQMC)
 
***Attach waiver if required***
 
Does Not Apply to Recruiting Duty
Initial Screening
Recertification
Does Not Apply to Combat Instructor Duty
c. Security Clearance Requirement
In accordance with SECNAVINST M-5510.30B, persons selected for duties in connection with formal programs involving the education and training of military or civilian personnel must have a favorably adjudicated National Agency Check with Local Agency and Credit Checks (NACLC) prior to assignment. Marine must possess a Secret Clearance Level of Eligibility prior to the report date. The Security Manager will certify the below information to be correct as verified in the Joint Personnel Adjudication System (must be within 10 years of report date).
Initial Screening
Recertification
Ensure Security Manager Letter is attached.
Ensure Security Manager Letter is attached.
Initial Screening
Recertification
Ensure Security Manager Letter is attached.
Ensure Security Manager Letter is attached.
Initial Screening
Recertification
Ensure Security Manager Letter is attached.
Ensure Security Manager Letter is attached.
40. Date Completed
39. Career Planner Signature
38. Career Planner Printed Name and Rank
b. Commanding Officer's Recommendation:  
41. Command Certification Page
a. This Marine                                                         meet the requirements listed in MCO P1326.6_.  If the Marine Does Not meet the requirements, explain below: 
44. Date Completed
43. Battalion/Squadron SgtMaj Signature
42. Battalion/Squadron SgtMaj Printed Name
47. Date Completed
46. Battalion/Squadron Commander Signature
45. Battalion/Squadron Commander Printed Name
48. Command Re-Certification (45-60 day window preceding the SDA school report date)
 a. Commanding Officer's Re-Certification:  To be completed within the 45-60 day window preceding the SDA school report date.  This Marines qualifications for assignment to special duty                                               changed since my initial interview and screening of his/her records.  
 
 This Marine                                                meet the requirements listed in MCO P1326.6_.  If the Marine does not meet the requirements, notification must be sent to MMEA-25 via Naval Message. 
62. Battalion/Squadron Commander Printed Name
63. Battalion/Squadron Commander Signature
64. Date Completed
61. Date Completed
60. Battalion/Squadron SgtMaj Signature
59. Battalion/Squadron SgtMaj Printed Name
53. Training Chief or Officer Signature
57. Date Completed
56. Career Planner Signature
55. Career Planner Printed Name and Rank
54. Date Completed
52. Training Chief or Officer Printed Name and Rank
a. By signing this re-certification block, I am confirming that the information contained in those blocks of which I am responsible for are in fact accurate.
51. Date Completed
50. SNCOIC Signature
49. SNCOIC Printed Name and Rank
58. Commanding Officer and Sergeant Major Re-Certification (45-60 day window preceding the SDA school report date)
10.0.2.20120224.1.869952.867557
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